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§330.608

notice, certificate of expected separa-
tion, or other official agency certifi-
cation that identifies an employee as
being likely to be separated by RIF, or
by adverse action procedures for de-
clining a directed reassignment or
transfer of function outside of the local
commuting area, an agency must give
each of its eligible employees informa-
tion in writing about the special selec-
tion priority available to them under
the agency’s Career Transition Assist-
ance Plan. Such information must con-
tain guidance to the employee on how
to apply for vacancies under the CTAP,
and what documentation is generally
required as proof of eligibility.

(b) Agencies must take reasonable
steps to ensure eligible employees are
notified of all vacancies the agency is
filling and what is required for them to
be determined well-qualified for the va-
cancies. Vacancy announcements with-
in an agency must contain information
on how eligible employees within the
agency can apply, what proof of eligi-
bility is required, and the agency’s def-
inition of “‘well-qualified.”

(c) Each agency is required to advise,
in writing, their surplus and displaced
employees who apply for specific va-
cancies within its local commuting
area of the results of their application,
and whether or not they were found
well-qualified. If they are not found
well-qualified, such notice must in-
clude information on the results of an
independent, second review conducted
by the agency. If an applicant is found
well-qualified, and another well-quali-
fied surplus or displaced candidate is
selected, the applicant must be so ad-
vised.

§330.608 Application and selection.

(a) Application.

(1) To receive this special selection
priority, an eligible employee must
apply for a specific agency vacancy in
the same local commuting area as the
position the employee occupies within
the prescribed time frames, attach the
appropriate proof of eligibility as de-
scribed in paragraph (a)(2) of this sec-
tion, and be determined well-qualified
by the agency for the specific vacancy.

(2) Employees may submit the fol-
lowing as proof of eligibility for the
special selection priority:
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(i) RIF separation notice or notice of
proposed removal for declining a di-
rected reassignment or transfer of
function outside the local commuting
area;

(ii) Certificate of expected separation
or other official notice from the agency
indicating that the employee is surplus
or eligible for discontinued service re-
tirement; or

(iii) Other official agency certifi-
cation identifying the employee as
being in a surplus organization or occu-
pation.

(b) Selection. An agency may decide
the specific order of selection of its eli-
gible employees within the provisions
set forth in §330.606(a) (e.g., the agency
may decide to select displaced employ-
ees before surplus employees or may
select surplus and/or displaced employ-
ees from within a particular compo-
nent of the agency before selecting sur-
plus and/or displaced employees from
another component of the agency).

(¢) An agency cannot select any
other candidate from within or outside
the agency if eligible employees are
available for the vacancy or vacancies.

(d) If two or more eligible employees
apply for a vacancy and are determined
to be well-qualified, any of these eligi-
ble employees may be selected.

(e) If no eligible employees apply or
none is deemed well-qualified, the
agency may select another agency em-
ployee without regard to this subpart.

§330.609 Qualification reviews.

Agencies will ensure that a docu-
mented, independent second review is
conducted whenever an otherwise eligi-
ble employee is determined to be not
well-qualified. The applicant must be
advised in writing of the results of the
second review.

§330.610 Reporting.

(a) Each agency shall submit an an-
nual report covering each fiscal year
activity under this subpart to OPM no
later than December 31 of each year.

(b) Each report will include the fol-
lowing:

(1) Number of employees identified
by the agency as surplus and displaced
during that fiscal year;

(2) The number of CTAP applicants
who were found to be well-qualified;
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